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PUBLIC HOLIDAY QUOTA 
BREAKDOWN 

TUTORIAL 

This tutorial is to be used when an employee has a 
time evaluation message ‘Z9’ (Pub Holiday Bal not 
equal to breakdown) OR a Quota Correction (infotype 
2013) is created to increase or reduce the holiday 
quota.
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Public Holiday Breakdown

• Z9 – Public Holiday Breakdown error 
indicates the employee’s quota on PT50 and 
holiday assignments on PT_BAL00 are out of 
balance

• The Holiday Quota Error (ZHQE) report will 
identify employees with this error so you can 
begin the process of correcting

• The employee’s master data must be 
analyzed to determine how to resolve the 
error

Policy requires that holidays hours banked be used 
within twelve (12) months; therefore, holiday quota 
hours must be assigned to individual holidays so that 
the system can evaluate holiday accrual and 
absences correctly.
A Z9 error only populates on the last day of the 
payperiod after time evaluation has run.  This 
message will continue to generate until the holiday 
assignment is corrected.  If not corrected, the 
employee may not bank the holiday and holiday 
absence type HLDY cannot be entered on the CATS 
timesheet. 
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HOLIDAY QUOTA ERRORS REPORT
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Holiday Quota Errors Report

1. Enter ZHQE in the 
command field
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Holiday Quota Errors Report

2. Enter the ending 
date of the payperiod
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Holiday Quota Errors Report

3. Click ‘Further selections’

4. Choose appropriate 
selection option

5. Click
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Holiday Quota Errors Report

6. Click the green check
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Holiday Quota Errors Report

7. Enter ‘3’ for active 
employees

8. Enter criteria

9. Click to 
execute
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Holiday Quota Errors Report

The Quota Balance is the holiday quota hours the 
employee has on PT50.  The Cumulative Balance 
displays the individual assignment and total hours 
associated with each holiday.  The number of hours in 
the holiday quota must be assigned to a specific holiday.
Remember the employee’s master data must be 
analyzed to determine how to resolve the error.
The most common errors are (1) employee who did not 
accrue the holiday and the quota and the holiday 
assignment are not the same and (2) employee who 
accrued the holiday but the quota and the holiday 
assignment are not the same.
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MONITOR PUBLIC HOLIDAY QUOTA 
BREAKDOWN REPORT
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Monitor Public Holiday Quota Breakdown 
Report

1. Follow the menu path or 
enter PT_BAL00 in the 
command field; press enter

If the employee’s Quota Overview (PT50) and the 
Monitor Public Holiday Quota Breakdown Report 
does not match, the Time Administrator will receive 
the following time evaluation message in their SAP 
inbox:

Z9 – Pub Holiday Bal not equal breakdown
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Monitor Public Holiday Quota Breakdown 
Report

2. Enter the From 
and To Date (must 
be the same date)

3. Enter Selection 
criteria

4. Click 
(Optional)

In the period field, the From and To Date must be the 
same.  No data will be displayed if the date entered 
is after the last successful time evaluation.

If the criteria that you wish to run the report by is not 
listed, click the Further selections button.  If you 
chose this selection, continue with step 4; if not, skip 
to step 10.
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Monitor Public Holiday Quota Breakdown 
Report

5. Click on selection 
options

6. Click to 
choose

Note:  Repeat steps 5 
& 6 to choose as many 
selection options as 
desired.
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Monitor Public Holiday Quota Breakdown 
Report

7. Click 
green check
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Monitor Public Holiday Quota Breakdown 
Report

8. Click 

If you choose to run this report by Personnel Area, it 
may be necessary to enter a Time Administrator also.
If you choose to run this report by personnel numbers, 
personnel areas, business areas, cost centers, etc., 
you may enter a single value(s) or a range of value(s) 
by choosing the multiple selection icon        .
If you chose this option, proceed with step 8; if not, 
skip to step 11.
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Monitor Public Holiday Quota Breakdown 
Report

9. Enter criteria.

10. Click to copy

You may enter as many single values as desired or 
enter a range of numbers desired.
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Monitor Public Holiday Quota Breakdown 
Report

11. Select 
Cumulated 
Balance radio 
button 

12. Enter Time Types 
9305 to 9355 in the 
SALDI fields)

By entering the type types 9305 to 9355 you will 
receive information on all holidays identified in the 
system.  You may also select only one Time Type.
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Monitor Public Holiday Quota Breakdown 
Report

13. Click 
to 
execute
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Monitor Public Holiday Quota Breakdown 
Report

Note: Check PT50 - Quota 
Overview to verify the 
holiday quota.

14. Click green back 
arrow

If the totals on the PT50 – Quota Overview and this 
report are not the same, process the public holiday 
breakdown (infotype 2012) on pages 21-27.
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PUBLIC HOLIDAY QUOTA BREAKDOWN
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PA61 - Public Holiday Quota Breakdown

1. Follow the menu path or 
enter PA61 in the 
command field

Menu path: Human Resources > Time 
Management > Administration > Time Data > PA61 
– Maintain
This process is necessary if you have created a 
quota correction, (Infotype 2013), to increase or 
decrease a holiday (05) quota OR to distribute an 
employee’s public holiday quota to the individual 
holiday
The Agency Central Time Management and 
Agency Time Specialist roles will create or 
maintain this infotype.
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PA61 - Public Holiday Quota Breakdown

3. Select the Period radio button and 
enter the date.  Use the last day of the 
last payperiod as the effective date

2. Enter the personnel number; 
press enter

NEVER USE THE ACTUAL DATE OF THE 
HOLIDAY
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PA61 - Public Holiday Quota Breakdown

4. Enter the Infotype 2012.

Infotype 2012 (Time Transfer Specifications) will 
create or change an existing public holiday quota 
breakdown.  This infotype is used to break down 
public holiday quotas into individual public holidays.
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PA61 - Public Holiday Quota Breakdown

5. Enter the subtype for the holiday or choose
from the drop-down.
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PA61 - Public Holiday Quota Breakdown

6. Click to 
create
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PA61 - Public Holiday Quota Breakdown

7. Enter the number of hours to increase
or reduce the holiday to break the balance 
down.
Enter minus(-) before or after the number
of hours to reduce the current record.  
Enter hours only to increase the current 
record.

9. Click to 
save8. Click to 

validate
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PA61 - Public Holiday Quota Breakdown

You should receive this message

The individual public holiday assignment will be 
updated after the next successful time evaluation.  
After a successful time evaluation is run, you 
must run the Monitor Public Holiday Quota 
Breakdown Report (PTBAL00) to verify that the 
individual holiday was assigned and the total in 
the report matches Quota overview.


